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ABSTRACT 


This study was a’ compilation of duties for differen- 
€: ally staffed media centers Tr the Salt Lake City School 
“District. The task alyses were compiled from various 


J —_ . a 
sources. -Als0 included weire fpecitic procedural statements 


focusing directly on operational procedures. | 


This study was prepared for incorporation into a 
larrer tentative document to be presented to and considered = 
by the Salt Lake City Board of Education for adoption as the « 


district’ policy statement for school media centers. 
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thapter 1 
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PROBLEM STATEMENT z 


an the Salt Lake Gaby es District no ‘definitive 
policies which delineate the roles and funets.ais of the 
school media’ center personnel have been established since 
the 1955 issue of The Library Haridbook; A Manual: of Policies 


1 a work which} sorel needed revision and 


and Proceduras, 
— : 3 ae 
updating. Accordingly, this study attempted to formulate a 
current and. adequate job analyses and procedurals statement 
to be incorporated into district policy. 
, This, “study will be included as part. of a larger 

| » Proposed vane to be presented to .and considered by the 
Salt Lake city aes of Baucation for adoption as the dis-’ 
trict plier statement forzgthool media centers. The overall 
proposal “will Anelyde a peneral phi losophy statement, a * 

. Selection eorlcy statement, and a right to read statement. 7A 
definition. of the types of teaching for’ which the -inedia 
coordinator is ester hee tho: Contd Hon Wades which 
duch teaching should, be done will also be incorporated in the 
larger instrument. To be theluded also will be specific 

‘lesson plans for the bash of. edie skills. at each 


\ a 


: broad educational level: “4 ; ; 


+ r J 


lpoard ‘of Education of Salt Lake City, The Library - 


Handbook: A Manual of Folicies and Procedures (Salt Lake 
City: Board of Education, 1955). id: : 


‘ 1 


ea es a8 * ree 
Le The literature treating policy. statements “and job anal- ° 
yses was reviewed and synthesized utilizing -the background the 
pion. -has had as a media specialist for the ‘past Yive years, 
Included in. this author' s study were sencerns dealing 
with aifferential staffing patterns (a hierarchical reniihe of 
position), the media coordinator’ s specific responsibilities " 
in’ relation to POE RUE recovery, and the media specialist’ S 
support of the teashine Staff in the individual school. 
Gertain ‘speci fit: -procedural stutements concerning the opening 
and: closing ‘of the school libraries each year, studerlt use -of 
the center ‘and the schedules for its use, ‘the cataloring of 
non-print items, the processing of new materials received, 
‘the obtaining and ‘utilizing of media in the school, and certain 
administrative and. budee tine procedures were also included. 
This study was not an attempt to ergate a practition- - 
' er's operational rule book. The author did not consider how 
: * _ ‘to teach ELBEOEY skills, nor how to catalog | non- print items. 
There are many publications available on the teaching of li- 
brary skills, and the Utah State Boatd of Education has pub- 
_ lished a manual for the cataloring of ce ry ee There 
y,| 


was no attempt whatever to euperseds any of these published 


° 
\ 


se "how-to-do-it" manuals. There was also no attempt to revise - 
the 1955 Handbook of the Salt Lake City Schoo) District, 
since this was An attempt to create a new policy statément. 
+nis study was not primarily concerned with the technical 


functions of the media center personnel. However, some 


mention of* operational procedures was necessary. These were | 


4ncluded in Chapter 5. ‘ 


Chapter 2 
4 


LITERATURE REVIEW. 

There.was very little literature available focusing - 
directly on volicy statements for school libraries. | There ) 
dissin plethora of artitles dealing with. such platituges as: 
the librarian's role in guidance, the library as ai instruc- 

' tional. materials center, the leadership role, of the educa- 
tional materials specialist, the role of the ‘librarian in. * 
- the. iti of reading, the media’ spegialist as a force , in 
curriculum “iovevenen’, ana ‘the library ‘as the pulse of the 


: school. Worts of.this kind, however, did not deal directly 


“* 


with the concerns oi paper. : . 


“unice H. Speér, writing. in the Wilson Library 
Bulletin in IOs made a plea for policy books in school 
Livraries, site stated that the policy book gives directions 
for effective service and growth. ! 

Robert Lightfoot in 1961 wrote that a midiesen saaes 
oot should contain pertinent information ‘on * the functions 
of 1) catalogs, 2) circulation rules, 3) faculty loans, 4) 
reserve books, 5) inter-library loans, 6) allocation of book 


budget, 7) procedures for ordering books, and 8) periodical S2 


_ lEunice H. Speer, "A Plea for™Pelicy Books'," Wilson 
Library Bulletin, 25'(November,;1950), 266. 


‘2Robert M. Lightfoot, "On Is ga Faculty Library _ 


Handbook, "*Wilson dibrary pulletin, 36, (November, 1961), 
234-6. | a ee: * 


Pe 


‘ 


- 


~ 


‘literature of this collection, its impact;* or its use 


Guia for Montana S ol Libraries; ‘Basic Li 
j es' M M 


Some, put not all of these, concerns, were treated in this 


= e 


‘study. 


T 


* In 1967 the American Association of School sie id 


. 


(hereinafter AASL) requested -in a classified advertisement 


oink ibrary Journal that a copy of any school library guides, 
Gee: or ‘handbooks be Sent ‘to AASL/ to update the AASL. 


1 


collection. Since this date no qenbion has been made sin" the - 


y  How- 

ever, for this study the bulk of sthis material was not useful. 
The Granite School District of Salt Lake City in Sep- 

bouibaw of 1966 publi sheaf the Elementary School Librarian’ s 


- Handbook.” In 1969 the: Montana State Department of Public 
Instruction published A Guid e for Mon tana Schoo ol Li brari es. 3 


Both’ of. the aforementioned : gulcee were comprehensive in ‘that 


services, personnel, rhysieat facilities, technical 


“processes, Selection and purchasing, and administration were 


: . 
included. ) : 2 MS yo a‘ 
. ee 
The customary attempt at a written policy" in school 
libraries appeared to be simply a broad general philosophy 


statement of: goals and objectives by the board of education 


. atone with a statement Vy the individual SEEPS + genie 


. 


“Inpiprarry Journal, 92 (September 15, 1967), 3100..* 


2cranite School District, Elementary School Librari- 
bn's Handbook (Salt Lake City: Granite School District, lal 


3moritana State Department of Public Instruction, A 


in oO ea hers 
- and Librarians (Helena: Montana State Department of Public 
Instruction, 1969). ~ 


\ 


the censorship question and, in some instances, budgetary 


procedures. * a . ‘ 


In summary, what needa to, be done is as SEeen suc- 


cinctly asserted: 


The policy book should. record fore one's successor 
the policies one has established in cataloging and 
classification; the aims one has for developing: the book 

, collection; the current achievements and the dreamed of 
developments of the library, with a statement of the 
accomplishments to date and the manner in: which those 
accomplishments have been, and-are to be,; achipved. The 

‘i policy book may be as simple or as detailed as’ the work 
of each school library warrants. That it, should record 
the. major. decisions, however, is essential. .The librar- cs 
jan who records her decisions in a well outlined manner ; 
assures herself that-her labors will not have been futile, : 
and she ‘leaves behind a framework upon which the pattern . pat 
she began can grow and produce a serviceable school ‘ 
department. 1 ey . 


bY 


1 } \ " ’ 
Speer, op, jcit.; p. 256.. 


a : Sing Chapter 3 


Gee _ METHODCLOGY "Aa 


In view of the aforementioned scant literature con= 
cerning ‘Titeary administrative policy statements and the few 
wodeve available, , the task of designing a comprehensive 
2" +  , policy book required the use of other sources. ‘These sources 
7 became the saat. 2er determininp the roles, functions, arid 
services oF school media personnel. The corpus of literature 
1 from the wntttngs of Erickson, ! Brown and Norberg,” Kinder, > 


the ALA/DAVI Standards,° and published instruments 


such as. the “ghay bor a] Re quirements Analysis Checklist 
the NEA School Library Personnel Task Analysis Survey, ? 


Dale, 


Oe 


lcarlton We H. Erickson, Administering Instructi onal 
“ ledia Lrorrans (New York: Macmillan, 1968). e 


Educational Media (New York: McGraw-Hill, 1965). 


Figs 


2 James W. Brown and Kenneth D. Norberg, Administering 


3Janes Screngo Kinder, Using Instructional pheonte 
” York: Van Nostrand; 1973). ; 


J ae 
a ‘eager Dale, Audiovisual Methods in Teaching, (3d.ed.; 
Es ‘ae New York: Dryden Press, 1969). ies ee 
‘Samerican Association of School Librarians and Depart- 
ment of Audiovisual. Instruction, Standards for School Media 
/ Proprams (Chicago and Washington, D. C.+ American Lrbrary 
Rscoctation and National tees Association, 1969) I, 
, °s, Cpobask WH. Case, Bahavioral Beaudpanente. Ana veld > - 
r ‘4 Ch erin Sb (Chicago: American Library Association, 1973 
7ynt ona Faete Gora ere School Library . 7 
F ‘ sis S (Chicago: American Library 
, = 4 Association, *1569). 
. - 


6 —j “* 


qi 


fetter two’ studies, "Recommended, Roles ro ‘the School Li< 
brary Media specialist of the Future Arranged by Mean Scores"! 
and ."A Study of the Roles of the School Library Media Spectad-" 
Ast of the Future,” and similar works were consulted, peo, 
included were personal interviews and. critiques of cha oa 


proposed: policy by dis trict resource personnel for the 


-purpose of Stren thenthe the document and making at more 


relevant to the: district, situation. 


‘ 


ltargaret Ann. Jetter, "Recommended Roles for the . 

School Library Media Specialist of the Future Arrarged by 

Mean'!Scores," Futurism and School Media Development; Pro- 

ceedings of the Higher Sducation Institute, Title II-b, ~~ 
rust 11-17, 1974, eds. Marilyn L. Miller and Alida L. 


Geppert ([Kalamazoo]:, Western Michigan DASNAK EAB ag 


Appendix =-1-Appendix: E-6. 


- *varparet Ann Jetter’, "A Study, of ine Roles of Hie 


School Library Media Specialist, of the Future," Futurism and 


School Nedia Development: Proceedin of the Hipher Sducation 


Institute, Title II-b, Aurust 11-17, 1974, eds. Marilyn L. 
Miller and “Alida L. Geppert ((Kalamazoo]: Western Michigan 


University, 1975), pp. Appendix B-S-Appendix E- 10, 


any 


Chapter 4 


JOB ANALYSES”: na SES 


“With, emerging innovations in education, ‘the school, ; 
stheang is erorling from a print or” book oriented center to a. ae 
center concerned with various types of / /eommunication media. 

Thus, the duties ang tasks of school librarians now involve 


both print end nonprink. materials and the necessary equipment = "s 


t- 
for their use. vl “os 8 
The: roif¥eine is an onalysis of. ‘task athomaates by . 
position/title TiMterns of. main job responsibilities within A 
the: Salt’ Lake City ‘School District. based primarily on Occupa- 
nal De ions-for\ School Li Nedi ” (For 
Dis trigt cnenaizetloned| sbrue tire see Appendix.) Ay 
; HEAD OF THE SCHOOL MEDIA CENTER/ t 
a ft He SCHCCL* MEDIA SPECIALIST 
Pr fession netions . 
Y The media specialist: A. on ; 
4. ‘HAS the responsibility to tae. develop, and ' 
* aN administer the total program of the school eH sane 7 
media center to accomplish the educational’: + Se 
a \ i objectives . of the school; \ He ee 
| TQ DEVELOPS the educational objectives and propran 
F . a Ra, Pa 4 ‘ : i 
: ae ' Pe oe i ye 
lcien Robinson, School Library Pers sonnel Tas k Analysis 
Surv ey (Chicago: American Library Association, 1969), foreword. 
» é 
2american Library Association, Cecupational Defini- 
tions for School Library ie Personnel boa American 
Library ApS Setar 1971). 2 - 
kK ‘ 13 . ; . ars . F 


_of the school media center; 


. . 3. ASSESSES and evaluates the effectiveness .and po- 
" ‘ tentials of the media propram and, modifies the | 

| ‘ "program to meet the present and: changing needs” 

} 7? . 4 of tlie, educational objectives. of the school; 


}. Ss 4, APTER consultation with staff, develops, pro- oe, 
ee 7 -poses and justifies budget requests and plans re 
’ . for a al and ‘long-range needs; ? 


dj S's 5s CONCEPTUALIZES and communicates the co fAri bu ton 
of thd school media program to curriculum go x 


. 6.. DEVELOPS policies ‘and procedyres for the optimum 
. function of’. the school media*center; . ! 


] € 
oh 7 18 respénsible for creating an shai onan con= : 
: .  ducive to learning and personal development;. * 


8. PLANS and supervises the organization of materi- 
“als, facilities, and equipment to assure opti- - 
mum accessibility; * 


; vgs Ye 9, PLANS for the expansion: of media sei 


ee 
. 10, PARTICIPATES in planning. and geavetoping satel- 
” _ lite centers within the, school} 

"11. PLANS end contributes to in-service scueation 24 
programs for teachers and media center personnel. 
relating to educational media evaluation dnd use; 

"+ gl 12. “ PARTICIPATES in an, active teaching réie in the 


‘; instructional program of the school through in- | 
: : struction in the effective use of media (both 
_prige and nonprint) and equipment; 


13.. INS UCTS and encourages students and teachers, 
both .singly and in groups, to use materials, * 
equipment, and BEERS techniques effectively; 


14. PARTICIPATES attively with teachers in curricu- 
- 4 lum planning, program development, and implemen- 
tation; is a participating member of curriculum: 
committees; ~ 


s ‘ 15. WORKS with faculty’ in recommending , evaluating, 
: . , and, selecting materials; ~» 


i 165 SERVES as liaison with + Auinicrnetnd: other. , 
gens “9 * , school and district personnel, the community, . 
, producers and distributors of educational er 
gi. and equipment, and professional organizations; ; 


es 7 
; . < ‘ ii g ; P . a - . 
: - ° . 
oe ' 14 ey * 


17. 


students; 


. CONDUCTS media center staff meetings; 


. a y 
Pee ‘ tg Se 4 


IMPLEMENTS an appropriate public relations , 
prorram designed to communicate the philosophy 
and goals of the school media center to the 


Students, faculty, a and communi ty; 


CONFERS with teachers and/ormparente and/or 
counselors regarding individual students; 


INFORMS faculty and administration of innova- 
tions, research, and current developments in the 
field of dducational ° technolopy and trends in 


_ education; 


PROVIDES peneral services - reference, answers 
‘inquiries; assists in ‘locating resources, bibli- 
ognaphic datas organizes special collections and 
reserve, collections; ° eo . 
PROVIDES reading; listening, end ‘viewing 
‘guidance for students and SERCHOS; 


DEVELOFS, media center staff nrocedieal manual; 
develops media center nemaDoON ony t@achers and 


PLANS media center operations and mainteriance; 


- 


SUPERVISES, trains, provides guidance and 


suvport, and evaluates: center staff, personnel ° 


‘performance; 


DELEGATES duties and responsibilities. to media 
eepter personnel ‘and student aides; 


INTERPRETS seceens administrative: reputations 7 

and directives to media center ‘staff; EE 

DEVELOPS forms necessary for the operation of Pe 
. the media ‘center; = o 


ESTABLISHES circulation policies, procedures, 
and schedules for materials and equipment; 


ESTABLISHES see ee tiaintenance of 
materials; 


FORFULATES’ written selection policy for materi- 


‘als and determines gift acceptance policy in 


cooperation with faculty ard administration; S 


EVALUATES existing dolleatione to determine 
needs; * 


“ ian 


‘ 


oe 3 F | 22 


7. . . T* P a '* 
33. READS protassteret Journals and review sources’ 
for selection of materials and equipment; - 4 


34. eiuinunres and selects ‘print and nonprint materi- 
als and ieee cali 


35: CLASSIFIES, eens and processes instruc- , 
tional materials for use and circulation; a 
< 36. WRITES reviews’ and sonatations for materials! 
compiles review files for materials; : | 
\ . ; | 
37. IS a specialist in instructional media; ‘| { 
* 38. HAS expertise in both print and nonprint satenes ! rs 
als and related equipment, incorporating evalua- 
tion, sélection, classification, scheduling, le 
and utilization to meet established criteria of ~'\’ 
: the’ educetsonad program, 5 a 
. “39, MAY hive bea or spécialization in orgapize- 
a : ; jon-of materials, mediasproduction and design, 
; 23 ° made technolopry, television; ; ‘ 
" ' hO, DETERMINES rules of student conduct in the media, 
- center; 
% : hl, ASSUMES - responsibilities "for decisions ‘concern- 
ing disciplinary actions; 
"42, REPORTS -to desipnated picts 
43, ATTENDS and participates in daaelies sd profes- 
sional organizations, 
eos 
= > ‘ a’ 
"ey Clerical Functions . ea 
¥ a A The media specialist: Se eS 
‘ v is Ars ‘Tey F ‘ 
: 1. PREPARES, adapts, maintains catalog cards, card 
fey, ’ catalogs,. vertical files; 
2. MAINTAINS circulation, inventory, accession 
; Padones of materials and equipment ; : 
, 3. IS eaoponeit for. inventorying materials ane 
y F + aldiovisual equipment; 
: 
as I MW. MAINTAINS files of selection aids for materials 
and on ment ; « ; 
tf os a 5. SEARCHES, verifies, prepares, assembles biblio- 


‘ : ‘graphic data for ordering ; : ; J 


6. CHECKS for duplication of materials when 
2 sordersnes é 


7+ ORDERS and, receives materials and ‘equipment and 
verifies invoices and returns items sent in 
‘error; ‘ 
‘ 3 ; , wt 4 
8. SUBMITS reports to administration; compiles, 
tabulates, analyzes statisti¢al data and reports, 


9. DETERMINES, controls, orders,- inventories, and 
maintains Supplies; . 


10. SCHEDULES use of facilities; 


11. DEVELOFS and asselibles kits of ingtructional 
materials; : 


1x° PROVIDES Sune temenady resources through the 

local production of nehentete and ‘communi ty 

resources; : ae me SS P 

« 13% DESIGNS and produces shuehie: photographic, and 

Audio-instructional materials and displays for 
teacher use; may also teach these skills to 

students; a en J * 


14,* MAY prevare and produce graphic, “photographic, 
transparent, magnetic, and video materials for 
projection, display, publicity, and curricular 
needs; 


pe 


“15. beri ftes media ee - shelf reading, ° 


4 
i 


jodical organization and straightening, 


SCHCOL MEDIA CENTER TECHNICIAN 


“Technical nection 


+ 


The media techalet an; i. ‘ 


1. IS Jeseonsible for savhcestas the technical * 
functions -uniaue to the sucéessful operation of 
the school media center within the limits of 
delepated authority and responsibilities; 


LOCATES readily accessible bibliographic. habe, 
answers ‘ready reference questions, directs 
students and teachers to materials and equine 
ment available; : 


‘ DESIGNS, lays out, and’ produces graphic, shoe 
graphic, and audio-instructional materials. and 


17 


» 13 
Aveobaye to conform to, poutieate Leics instructions 
from BeAeheRS; 


’ 


PREPARES and produces chokOeRaRHte,, ‘raneparank: 
magnetic, audio, and video materials for projec- 
tion, display, publicity,.and curricular needs; 


- APPLIES principles and techniques of color, 
composition, design, and layout in developing 
and producing instructional materials; ,. 


PROVIDES technical puidance, assistance, and 
direction to planning, preparing, and producing 
media presentations; : ‘ — ae 
EXPLAINS and teaches, in Saphbwemmeent ‘language, 
the use of technical materials and equipment; 


OPERATES and demonstrates a variety of audio- 
‘visual equipment and electronic devices-as they 
are incorporated within the instructional 
program; 


MAINTAINS and repairs instructional materials | 
and equipment and adapts these tq meet specific 
needs within the limits of normal Capacity; “s 


ADVISES: regarding equipment faplabenenk, runs 
tests, and draws up specifications for new 
equipment within his area of training and com- . 
petence; 


DEVELOPS ‘specifications for supplies and equip- 
ment; ; -_ 8 


IS alert to new developments in the Ebahetoat 
field and prepares recommendations for the im- 
provement of the school media program; 


MAY be “specialized in other fields, such as: 
materials organization and control, materials 
“reproduction and-transmission, graphics design, ® 
photography, electronics, and computerized ; 

services; 


, 14. TRAINS student aides. 
x; \ 


4 lerical ‘Functions: 
The media technician: i] 


1. ORDERS and receives materials and equipment and * 
verifies invoices on approved POQUAAS FLORES 


-. 


f 
. 14 
COMPLETES ordering processes, maintains order 


records, suepects materials, and handles returns. 
and credits; 


MAINTAINS files of ai hetios aids for materials eee 
and equipment; \ w 
a 


MAINTAINS information files and euseioes 
about characteristics of items; prices, aelivery: * 
and special features; 


PREPARES catalogs and instructional materials 
for reference use and circulation; - 


UNDER supervision prepares and adapts catalog . 
cards and maintains sand _gatalogs; 4 


ISSUES, receives, and ‘recalls instructional 
materials; 


IMPLEMENTS circulation: policies and procedures; 


ARRANGES for and schedules the preview and eval- ~ 
uation of materials and equipment; 


INVENTORIES materials and equipment! 


MAINTAINS circulatton and inventory records, | 
ergs n 


SCHOOL MEDIA CENTER AIDE 


# ' Clerical Functions 
j ” 
' .The media aide: ) 
u : {; ser et and secretarial functdors 
-  ® related the media pentax}, ‘| 
2. PERFORMS clerical skills required in such areas - 
: \ as: acquisitions; maintaining records; ‘receiv< 
F a - ing and issuing materials; taking inventory; | 
typing notices, requisitions, et de aaa 
SORDEE PEP OROEe: 


3. OPERATES office machines and equipment; 


4, SEARCHES, verifies, prepares, and assembles 
bibliographic data for ordering;. 


4 5. CHECKS for duplication of materials when ordering;: * 
. ee Hw 

6. VERIFIES invoices with shipment and order and - 
returns mprertele sent in error; 


’ 


; 
9. MAINTAINS card catalog, catalog curd, and 
yertical files; 


a 


By INSPECTS materials for damage and ‘repairs ma; 
terials; 


9. MAINTAINS eirculation and javeuteen records ; 


12. “SGHEDULES use of. facilities; 


: 


“10. ORGANIZES materials in accordiince with estab-/ 


' lished mee - = 
11. ‘USES catalogs, indexes, and.similar references 
“to\locate materials, equipment, individuals, 
organizations, -and bilbiographic data; 


\ 


}.. DETERMINES, control. orders, RRPRHRCE ES, and * . 
me maintains supplies; : 


" TyvewToRTES audiovisual Saihonetit and aint and =~ 
nonprint materials; z : 


fh 4 


MAINTAINS fies of ‘selection aids for Be 
and equipmént; | 


MAINTAINS evaluation files of materials, usedy by 
students and teachers ; ; _ 


NAY’ prepare and produce graphic, transparent, 
magnetic, video, and photographic materials for’ 
projection, display, publicity, and curricular 
needs ; ' ‘ det 


MAINTAINS media center order -.shelf reading, 
periodical organization and straightening. - 


STUDENT AIDES 


“The student aide: am 


ALPHABETIZES catalog ‘cards for filing; ~~ 


FiLES catalog cards and: shelf list cards above 
’ the’ rod; : : ‘ 
SORTS, ‘shelves, files ering and nonprint mater- 
jals, pamphlets, vertical file materials, aN 
ture cards, date due slips;. ° ; . Pw 


SETS up and operates audiovisual. equipment; 


5. DELIVERS and collects “materials and equipment; 
6. KalwrarnsMeata: center order - shelf reading, 
periodical organization and straightening, puts 
current’ newspaper(s) on rods. 
Where tasks | were Sut sSatee fron posk tion tor acuitiaa 
there will be a- distribution in terms of complexity of: the . ae 2 
/ ‘problem and/or the ane of emphasis. The above job specifi-+ 
‘cation analyses were ‘predicated on the assumption of a, differ- 


entiation of personnel within a School media center. es 


‘ were none,.then the media specialist would~o or supervise all — 


4 
t . 5 ‘ 


‘the tasks. «| - ! % oe 
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GENERAL DISTRICT CPERAPIONAL PROCEDURES 


‘The following dre paibrs whiindes’s which’ are - standard 


; corour out the Salt, Lake City School District. ney are 


~ : 
1. .The Se eae media center ig open ‘from the first 
day of the school year through the last day of 
4 the, school year. , However, for control purposes 
et materials may be’ neoatied prior to the end of 
the school year. Ps 6 


i en 2. Media center services are extended to all 
. : students, faculty,. and administration. 


9 Hoge ee Rte statement of ivoraey ‘policy shold be given , 
: ; : to each faculty member at. the’ HeEtERE of the * 
“sthool.year.. 


, _ 4. fhe media center’ ‘shall be open’a minimum of the 
, iH “ve hours school is in’ ‘session. 


5. At no time may, the media center be so scheduled _ 
with classes.as to prevent individual’ students - 
. = from usige the facilities. . 


q © ee ica 6. When the media’ sakee is in use by. total member= . 
: ship- of a class the ate brasting classroom | 
: teacher must be presents ies 


~ 7. Scheduling of the use of the media center is 
' handled .by the. individual school média coordi- 
- nator. 


ua 8. Circulation whilesae tod by the indi- ‘ 
* vidual school. media ,coordinator based upon the 
: : \needs of the ‘school community. ; 


‘ , 9. Any Student in good. standing’ is permitted to. 
‘ , : check out materials. e 


: ' 10. Students. are required to pay for damage against 
% ' or loss of materials and equipment. 


14. 


15 


16. 


17. 


19. 


20. 


‘ pequests are handled by the person responsible 
‘for the district media center. 


te 


2 Ma .. 11. “A perpetual inventory shall be maintained. 


12., 


‘school. media coordinator and attached to the 


‘mation of original: order Sent. . - 


‘for transmission to the jobber. 


coordinator on district requisition forms with 


individual school. 


' of receipt and sent to accounts payable at the 


18 


Inventory of materials may be taken at any time 
during the school year. The inventory need not 
be taken all at once. It may be a gontinuous 
process, ; 5 


Budgetary information for each subsequent 

school year is provided each school media center 
by the district media center during the seni 
months. , 


Orders for materials are typed on district mul- 
tiple copy requisition forms, signed by the 
individual; School principal, and sent to the 
district media ‘center’ for, processing. A copy 
of the signed requisition is retained. by the 


copy of the.district purchase order* “as confir- 
Ne 


‘ 


The ‘district purchage | orders for: book materials 
are sent to the Utah State Library. Commissiog 


Nonprint materials are ordered vy the media 


a covering district purchase order. The district 
purchases the materials from the publisher or 
producer and the,school media-center receives | 
the materials directly from thé producer. * 
The Utah State Library Commission catalogs all 
book orders received from jobbers. 


Cataloeing of nonprint and ‘nonbook materials is 
done by the individual media. coordinator in the 


Nonprint materials are cataloged according to 
the Utah State Board of Education manual. ; 


Upon receipt of materials a copy of the district 
purchase order and/or the packing slip or 
invoice and/or the Utah State Library Commission 
computer printout for books shipped is signed 
with’ the ‘media coordinator's full name and date 


district office. . . ' iit 


Questions, media center policies arid procedures, 
organizational problems, and supervisory 


Chapter 6 
SUMMARY 
Sunny analyses were i pee ae to this work 
because 1) this study’ was part eo a area: document which is 


to be proposed for consideration as the nouprehensive 


district policy statement, and»2) a summary of. specific 


. 1 . . 
district procedures is not meaningful for direct transfer to 


any other district. 
However, this. study was of value because othér 

aipeatets can make adaptations of the Job analyses which are 

pertinent to their particular avinnbicns In sabivien, the. 

general operatienal procedures could serve as @ guide and 

starting point for other districts undertaking to establish 

, new or restructure existing procedures and general policies.’ 
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